
Announcement No.
PSA-W05-03 

:
Closing Date

21 Apr 03 
Correction

VACANCY ANNOUNCEMENT 
Closing date is changed from 28 to 21 Apr 03. 

:
Date of  Issue

15 Apr 03 

1.  Job title  (  Grade 4  LAD 2 )   

Military Personnel Clerk  #132 

          
  Administrative     Blue Collar Trade    Security              Medical

No. of Recruitment 

           1       

4. Area of Consideration

MLC/IHA
Current Employee within Activity 

MLC/IHA ( )
Current Employee (USFJ Wide in commuting distance)

MLC/IHA  ( )
Current Employee (Whole USFJ Wide)

Off Base Applicant

2. Activity

U. S. Navy Personnel Support Activity, Pacific Yokosuka 

PERSUPPACT Detachment / Military Personnel Division 

Working Place Tomari-cho, Yokosuka

3. Work Schedule  (   40 hrww )     Regular    Irregular 

 Work Days   Monday to Friday 
  Work Hours/Recess Period  07:30 – 16:15 /11:30 – 12:15 

 Night Shift            Overtime         Business Travel    

5.  Type of Employment 

  MLC 

  IHA                                     PT  

 Permanent   

 Limited Term (  Months )

6.  Duties 
1. Performs a variety of personnel related functions, to include but not limited to, preparing reenlistment contracts, extensions of enlistments, 
verifying monthly EAOS listing, reviewing service records, submitting Selective Reenlistment Bonus (SRB) requests via OPINS, and preparing 
various documents related to reenlistment and extension of enlistments.  Processes working knowledge of BUPERSINST 1160 and MILPERSMAN 
and fully knowledgeable on local policies.  Understands the responsibility and accountability associated with handling personnel records.  With
understanding of personnel responsibility and knowledge of Pay/Personnel Administrative Support System, assists Pass Liaison Representatives 
(PLR’s) in reenlistment or extension procedures. 
2. Processes SDS events and DJMS documents affecting military pay entitlements.  Verifies pay entitlement with MMPA/LOPG/History files on the 
Defense Joint Military Pay System (DJMS).  Provides telephone service (answering phone and making calls) and service to military personnel. 
3. Performs other related duties as assigned.

7.  Qualification  / Physical Requirements 
a.  1 year of specialized experience in the same line of work at the next lower level OR completion of accredited College/ University. 
b.  Knowledge of BUPERSINST 1160, MILPERSMAN and local policies for reenlistment and extension of enlistments. 
c.  Knowledge of customer service concepts and practices. 
b.  Skill in operating personal computer such as Microsoft Word, Excel and Access. 
c.  Ability to speak read and write English at average proficiency level (LAD-2). 
An applicant who does not fully meet the qualification requirements stated above may be hired at a lower grade level. 
A handicapped applicant may be accepted, depending on the degree and kind of disability.   

English Language Proficiency None Basic Intermediate Advanced Exceptional

Educational Background N/A License/Certificate Required N/A

8.  Application and Associated Documents 
Working Condition 

*  Application for Vacancy Announcement  (HROY Form 1) http://hro.cnfj.navy.mil 

*  Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil  

* Complete  in Japanese    English   Either 

 Certificate of English proficiency

 80  (12cm x 23.5cm) 
12cm x 23.5cm Envelope with Applicant’ s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.) 

 for Job Inquiries  Office to Submit For Official Use

PD No.: PSA-PSDMP-002

PD is accurate and current. 
Certified by Activity: MK

 Office   

PERSUPPACT PACIFIC/ 
Ms.  Kanai, Masako 

046-821-1911 (Extension/ )
243-8093

1 banchi Tomari-cho, Yokosuka 
 (HRO) 

COMNAVFJORJAPAN, Human Resources Office Yokosuka 
(HRO), MLC/IHA Employment Office (Code 511A)  

046-821-1911     ( /Extension) 243-8153 
HRO: at 4/11 so4/14 ey  

Incomplete applications will not be considered. 
  Submitted applications will not be returned. 


